APPLICATION FOR RECORDS RETENTION SCHEDULE pOFFICE OF THE SECRETARY OF STATE |
RECCRADS MANAGEMENT DIVISION

INSTHUCTIONS See Pubhcaum No. 76—8M—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 33) Capitol Avenve, Atlanta, Georgia, 30334,
Attantion: Sd'mdulmq Saction. )

FOR AGENCY USE__ | 1. Agency Addrass - FOR AECORDS mmemsu‘r USE
liestion Dete S . . ’ Application Mumbae: :
Avplication Dept. of Offender Rehab., . Bm 3u '8 5 O
) #2 Martin Luther King Jr. Dr. : :
{ Applicstion Number Atlanta, GA 30334 Oete Raceived . DateComplatad
e TUNS gy | 'IUL 2 8 15BS
2. Person to Contact © - Working Title _ Telephons Numbar
| ,

“Susan. Davis - - 7 Records Management Officer  656-5561

3. Action Requested

a. 3 Estabiusn Retsntion Sdmdule, recofd will continua to acwmu!ate
b. O Dispose of present accumulation; no further accumulation anticipated.
e O Armnd Application No. —_Chuack One: O Chaggg, 0 Supercede: O Void

4. Dates of Series 5. Records Serias Titie (followed by title used in office; i differsnt)

Earliest Latest
1982 | Present Regular Detail Assignment Lists (Agency Wide Common Schedule)

6. Division and Office Function - What is the fmcaon of the Dmsmn and the Office in whlch this recard series is creatad?

The Custody and Security .Division's are responsﬂ)ile for the custody, treatment and
security of inmate in state and county institutions.

=

7. Record Serias Description This file containg the fcllomng docwmt: (irwiude form wmba-s and tides, if any):

Attach ssmples of the fils.
Documants relating to: Accounting for inmates who leave their cells/dorms to report to work
- ' details,

Inciuded are: T .

. : "Regular Detail Assignment”™ lists for each day and each detail which
' ‘ list inmate number, name, detail number and dates they reported in
' and out to work. Forms vary from institution to institution.
. - L 4 R & - S ) L V:L . ~
- File s arranged: Chronologically by month "~ B LI A S ;
8. Monthly Refarance Rate How oftan ara records referred to which are: '

: seldom 0

One to six months old
twentv fm months and oider

; Thirtgen ta tweﬂtv-fw manths old

: Seven to twelve months old

9. Annual Rate of Accumulation of Rmrdl

- Lvmr-nnaawtr: ; Lagal-size drawers .. Shelves —_— : Other (mfyjim_____
R = . > = Tl e B ~ each institution

s - -~ -~
e, T




YES | ng | 10. Questignnaire {Place an "X" i the proper column) __ . o 7 — ' _ .y

a. Is this the official copy of the series?
X ____lfngt. whera isit?

b. Does the series contain conhdantw mfnrmat;on requiring amntv handling? If yes, cite law or requiation,

X els this 3 vital record?

p-1 d. Does this series have hzsioncal or long term research val value?

4. When one or two documents in the file make umcassawtnkeeptl‘u entira file for 3 long period, could thess -~

N/ mmgnnhtﬁsﬁummv?
- f prics o H B3 .3
x g. ls the mfarmat;on mntalned in thls series ever ma!y:ld md!or rewded in 3 summarized report?
! If ves_ attach cony.
h. Is thers a duplication of this saries in your ofﬂa, or in anothar offiu or agency?
X | fves where? .
| _i_tsthis sries for # major cortion of it rsquiacly microfiimed?
X |1 Does the recors ssrias cesutt in 2 comouter orintout?
11 Rstention Raquinmnn ’ Thefol!omng requmﬁnsrmwbokepx:
s State Law ' vears. . d. Audit penod years.
b, Statuts of imitation — ~ Ye&TS. : e._ Administrative need ___3.0_daxs._m _
c. Federal law - Vesrs, {. Federal ratention instructions e YRETS.

Attach copy ér'ﬁcertbflav&oriiguiatians. Explain adniinistnﬁva med. - - T T -

Offlce reference to account for 1o¢at10n of mmates

12 Approvodokpom Inmum:lom Thnugenwnmmndsmztﬂumemumoﬂattheendofuch

'O Calenidar Year; O Fiscal Year; (3 Other ._Month . then,
 Hold in tha currant filas area monthis) _Mﬁ!iml: then
{3 Transter to local holding area; hold yesr(s); then

Q Transter 1o State Recards Center; hold
13 Destroy.

[J Transfer to State Archives for ptrmamnt retention.
O Other (Specity)

year{s}; then

These instructions apely to all prior and future accumulations of the series.

nes (Sinaturs) Qate Records Mensgament Officer (Signaturs)

Bt fobf [ JIN Sosone Alasic gl

State Records Committes [Signaturs)

Recommendations in pu-a- P ; — T

graph 12are approved. - | State Auditor/Designee ' | - ; : o {-21-63
(If disspproved, attach letter = ——— .

of explanation.} atary of State/Designes @,wa/wf W , i ]‘/ [ 2 /&7

oot o] Attomey Gensral/Designee




